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Job description: Administrator

	Location 
	Office-based, Edinburgh (with the potential for some home working)

	Responsible to 
	Finance & Operations Manager

	Salary
	£23,002 - £25,239 + pension (currently 11.5% employer contribution)

	Hours
	Full-time, 35 hours per week (excluding meal breaks). No overtime paid, but time off in lieu may be taken as appropriate.

	Contract type
	Permanent

	Leave entitlement
	25 days p/a, plus 10 public holidays

	Probationary period
	3 months

	Closing Date
	Closing date for applications is Monday 27th September at 12noon – late applications will not be accepted

	Interviews
	Interviews will be held on Wednesday 6th October



Purpose of the post:

The Administrator covers a broad range of tasks and responsibilities, ensuring the smooth running of the office on a day-to-day basis. We are looking for someone who is well-organised, motivated and digitally confident, as well as being a people person who enjoys being part of a team and would relish being involved in many areas of the organisation.


The following is a summary of the main tasks: 

The Administrator is part of a small Admin Team and the role will include the following responsibilities. This list is not exhaustive and the post holder will be expected to be flexible, and be willing to respond to new demands and priorities within the broad remit of the post. 

· Undertaking general reception duties, answering the telephone, greeting visitors and dealing with incoming and outgoing mail.
· Liaising with members and other contacts by telephone, email and face-to-face, passing queries onto relevant staff.
· Ensuring that the office environment, including meeting spaces, is maintained to a high standard.
· Responding to staff queries and ensuring that staff have the equipment they need. 
· Managing staff expenses
· Liaising with suppliers including IT support, stationery, maintenance and recycling.
· Maintaining the asset register for the organisation.
· Working with the Finance & Operations Manager to maintain and update operational policies and procedures including the office handbook and health and safety policies.
· Ensuring that office equipment is tested as required, including fire systems, and addressing any problems identified.
· Maintaining the membership database and other records.
· Being the point-of-contact for DTAS Energy by dealing with queries and introducing member organisations to our expert partner organisations. 
· Providing administrative support to the Board and Board sub-committees - organising meetings, issuing papers and attending meetings to take minutes.
· Assisting with the management of the day-to-day finances using Sage 50, including supplier invoices and payments, and maintaining records.
· Assisting with the management of grants finances.
· Assisting with the production and distribution of publication materials, including e-bulletins and the annual report.
· Updating the website as required.
· Supporting the wider team with organising meetings, training events and the annual conference, including booking venues, organising catering and processing delegate bookings.
· Undertaking any other appropriate tasks which may be required by the organisation.


Skills & Experience:

	ESSENTIAL

	· A minimum of two years administration experience in an office, or similar environment
· Experience of office / facilities management
· Experience of providing HR assistance
· Digitally confident, skilled in using IT systems, software and databases 
· Experience of taking minutes in meetings
· Experience of bookkeeping or managing day-to-day finances

	DESIRABLE

	· Experience of accountancy software, ideally Sage50 (training will be provided)
· Experience of grants finances
· Experience in managing events or training

	PERSONAL ATTRIBUTES

	· Friendly, approachable and an effective communicator 
· Highly organised, with excellent attention to detail
· Able to manage a varied and busy workload
· Problem-solver, able to use initiative and be proactive
· Able to work flexible hours when required (including some evenings and weekends) to meet the needs of organisation 




To Apply for the Post:

If you are keen to be considered for this opportunity, please apply with your CV and a covering letter detailing your reasons for applying and specific experience to match the criteria above by no later than 12 noon on Monday 27th September 2021.

If you have any questions regarding your application, please contact kay@dtascot.org.uk.


DTAS is committed to a policy of equality & diversity.
We take the collection and use of your data seriously, please see link to the DTAS Recruitment Privacy Statement


This post is supported by:              [image: ]


About Development Trusts Association Scotland

Development Trusts Association Scotland (DTAS) is an independent, member-led organisation which aims to promote, support and represent development trusts in Scotland. It was established in 2003 and has grown into one of the country’s most dynamic and successful community networks with over 300 development trust members, based in urban, rural and island communities throughout Scotland. The principle focus of DTAS is to promote the development trust approach, build the membership of DTAS and both support and represent our members. 

Support for members is delivered in a variety of ways including providing information and advice, signposting, training and strategic planning sessions, and providing access to a range of free resources and expertise help-lines. At the heart of this DTAS ‘facilitates’ the development trust network which promotes peer learning and support. The major member networking opportunity of the DTAS year is the Annual Conference, which regularly attracts upwards of 200 people and is supplemented by a programme of regional networking events.

As well as providing core support to DTAS members, we also operates two specific services: our Community Ownership Support Service (COSS) which promotes and supports the transfer of public assets to community organisations and Community Shares Scotland, a national programme to raise awareness and support the use of community shares to finance a range of community enterprises.

Core and project funding comes from the Scottish Government and the National Lottery Community Fund, other income includes membership fees, annual conference fees and trading activities.

Our office is based in the Dalry area of Edinburgh, a short walk from Haymarket Station. 
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